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PROBLEM SOLVING I SCREEN MESSAGES hee me 


REFERENCE SECTION 


INTRODUCTION 


The 640 Forms feature is designed to help you automate the job of typing forms. The 640 allows you to set-up and save 
the settings on all the forms you use in your work. When needed, you can then recall the individual set-up and type it 


by automatically moving to each fill-in location. 


The Forms feature can be used on many types of forms. The examples below show some of the types of pre-printed 
forms that can be filled in using the Forms feature. — aaa 
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TRAINING MATERIALS YOU WILL NEED 


Before you begin learning to use Forms, be sure you have completed at least the first eight chapters of the 640 
Training Manual so that you'll understand the basic features of 640 operation. 


The Forms manual is divided into two sections: 1) training section and 2) reference section. The training section will 
teach step-by-step instructions on how to use the Forms feature. The reference section will provide you with quick- 
reference and assistance in performing tasks after the training has been completed. 


Make sure you have the following materials before starting your training. 


e Forms Disk — The Forms disk is similar to the Base System disk because it is an instruction disk. The Forms disk 
has the 640 instructions for setting up forms. The instructions must be loaded into the 640 before the Forms feature 
can be used. Without these instructions the 640 cannot do Forms. 


The Forms instruction disk can be copied, but you’ll need to be careful not to lose or damage the disk. If you need to 
replace the disk, you’ll need to purchase the Forms package again from your Xerox sales or supplies representative. 


@ Forms Recording Disk — You'll need a disk that can be used for recording Forms information. If the disk is new 
or contains documents you no longer need, prepare the disk before continuing (refer to Preparing a Disk in the 640 
Reference Manual, if necessary). Once form information is recorded on a disk, it becomes a Forms only recording 
disk. That means you cannot use that disk as a recording disk with another instruction disk (ie., Base System, 
Repetitive Letters, or Document Assembly). Load the recording disk and display the List Titles if necessary, to 
check that no document numbers or titles exist. 


When you've finished going through the exercises in this manual, you can use the REFERENCE SECTION at the 
back of the manual as a quick reminder of the steps to take when doing your own work. The FEATURES + HELP 


feature may be used if you hear two beeps. Should you encounter a message or result you do not understand, you can 
use the MESSAGES or PROBLEM SOLVING sections of the Forms manual. 


GETTING STARTED 


To begin using Forms, you must insert the Forms disk into the left disk drive. The 640 will automatically load the 
Forms intructions on the disk. 


The instructions on the Forms disk are different from those on the Base System disk, so the 640 will operate 
differently and display different messages. This manual will teach you how to use the different features of 
Forms. 


While the Forms instructions are loaded in the 640, you cannot work on documents that were typed using Base 
System instructions. You can only work on forms. 


When you've finished using Forms, you should load the Base System disk again so you can work on other documents. 
Check the SPECIAL DISK light if you’re not sure which instructions are loaded: the light will be off when Base 


System is loaded and on when Forms or another instruction disk is loaded. 


As you go through this manual, you'll find a combination of instructions and explanations. As you do each step in the 
IYequte)\ column, look at the (@SSUEw column. The (Rs column tells you what happens with each step. 


©» TURN ON the 640 if it is not already on. 


© HOLD the Forms disk as shown in the illustra- 
tion and slide it all the way into the left disk 
drive. 


€} CLOSE the disk drive latch. PLEASE WAIT appears on the screen as the 640 reads the 
disk. (This takes several seconds.) 


@} NOTICE that the SPECIAL DISK light turns FM. - L and numbers appear in the Message Area of the 
on to indicate Forms is loaded. The 640 is now screen when the instructions have been read. 
ready for the Forms recording disk. 


- After the Forms disk has been loaded, you can insert a Forms recording disk and begin working on forms. 
(Remember, the Forms recording disk cannot contain documents; it must have been prepared using the 
_ Options disk. ) 


@ INSERT the Forms recording disk in the right PLEASE WAIT appears briefly and then the screen goes 
disk drive and close the latch. dark. 


SETTING UP A FORM 


The 640 can speed up form fill-in by “memorizing” the form. Once you define the locations to be filled in, the 640 will 
automatically go to each location when you fill in the form. To define the fill-in locations for the 640, you must move 
the carrier to each location and then set a tab. 


In setting up any form, you’ll need to select a reference point. A reference point is the position you'll refer to when 
placing the form in the 640. You can manually roll the paper into the 640 and align the paper with the reference point 
if the Forms feature has not been turned on. In the example below, the printwheel is aligned with the first preprinted 
character on the form. Notice the bottom line of the card guide is positioned on the line underneath the words 
“SHIPPING MANIFEST”. 


You must change the margin before selecting a reference point and turning on the Forms feature. 


1§ 12 10 


SHIP TO: 


Make three copies of the form below so you can practice filling in the form. 


SHIPPING MANIFEST 


SHIP TO: SHIP FROM: 


RECEIVED BY: PREPARED BY: 


COMMENTS: 


SETTING UP A FORM — continued 


To practice setting up a form, use one of the three copies you made of the form from the previous page. 


Insert the form in the 640 and change the margins, if necessary. The screen setting scale is not available when 
the Forms disk is loaded. For step-by-step instructions on setting margins, refer to page 35 in the Reference Section 
of this manual. Follow the steps below to practice setting up a form. 


@B INSERT a copy of the form on page 5. 


€& CHANGE margins if necessary. Refer to page 35 
of the Reference Section or to the Reference 
Cards. 


€ ALIGN the printwheel pointer or the red lines 
on the card guide with the reference point on the 
form. 


STABLE 
€3 HOLD down and press to turn on the 


Forms feature. 


@ MOVE the carrier to the first location under the 
heading “SHIP TO” using RETURN. 


If you move past the first location, hold down 


RVRSE 
INDEX 


and press to move the carrier back to 


that location. RVRSE INDEX is a repeating 
key which moves the carrier up 1/8th of a line 
each time it is pressed. 


SET UP FORM appears in the Message Area of the screen. 
The SPECIAL ENTRY light turns on and the FORM 
light flashes. The FORM light will continue to flash as 
long as the Forms feature is turned on. 


When the Forms feature is on, do not manually move the paper or the platen, as this movement will not be 


recorded in the form set up. 


SETTING UP A FORM — continued 


PRESS to set a locator tab at the first 
location. 


One beep indicates a locator tab has been set for the first 
location. 


if you use ERASE to cancel the first locator tab, the carrier will immediately move back to the reference 


‘point. 


MOVE the carrier to the next location by press- 
ing the Spacebar. If you space past the location, 
use (| to move back one space at a time. 


PRESS to set a locator tab. 


i 
USE and Spacebar to move the carrier 


and continue setting locator tabs at each of the 
remaining locations on your own. 


One beep indicates a locator tab has been set for the 
second location. 


Remember, if you move the carrier too far in any direction, you may correct the position before setting a 
locator tab by using the RVRSE or RVRSE + INDEX keys. If you feel you’ve set any of the locator tabs 
in the wrong place, use the ERASE key to back up to the previous locator tab set, then move the carrier to 
the correct location and reset the tab. You cannot add or change a tab location after completing the form 


coy 


If you want to completely start over, press the FORM switch. This will turn off the Forms feature and 
clear all locator tabs from the 640. Then you can turn on FORM and start over. 


4) HOLD down (=) and press to complete 


the form set-up after the la8t locator tab has been 
set. 


Gip LEAVE the message on the screen for the next 


exercise. 


This tells the 640 that you've finished the set up. FILL IN 
FORM will appear in the Message Area of the screen. 


After a form has been set up, you can begin filling in that form, or you can save the set-up and recall it 
later. In this exercise, you'll fill in the form and then save the form set-up. 


In the form you just set up, you used the SET TAB switch to set a “regular” tab at each location. If you — 
have numbers with decimal points in your form, use the SET DEC.TAB (instead of the SET TAB 


switch) to set a decimal tab. When the form is filled in, numbers typed at a decimal tab will align to the 
_ left of the tab, so be sure you set the tab where the decimal point is to be typed. 
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FILLING IN A FORM 


Now yow’re ready to fill in the form. The 640 will automatically position the carrier at each location when you press 
the TAB key. Then you can type the information on the form. Before you begin to fill in the form, be sure you align the 
carrier at your reference point. 


Follow the steps below to practice filling in the sample form. 


SHIPPING MANIFEST 


SHIP TO: SHIP FROM: 
Smith Paint Store Builders' Wholesale 


RECEIVED BY: Susan Allen PREPARED BY: Alex Smith 


© REINSERT the form and align the reference 
point as you did when you set up the form. 


@® PRESS to move to the first locator tab The screen will go dark. The carrier moves to the first 


position. fill-in location on the form. 
€ TYPE the words Smith Paint Store The characters print on the form as you type them. 
€} PRESS The carrier automatically moves to the next fill-in loca- 


tion on the same line. 
@ TYPE the words Builders Wholesale 


@ PRESS again. The carrier automatically returns and moves to the next 


fill-in location. 


CONTINUE to tab and type the last entries. (If If TAB is pressed after the last entry, two beeps will 
you accidentally press RETURN instead of tab, sound and END OF FORM will appear in the Message 
simply press TAB.) Area. 
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SAVING A FORM SET-UP 


It is a good idea to save your form set-ups so you can recall them whenever you need them. The 640 will only save 
the settings of your forms, not the information typed on the form itself. Do not confuse saving a form set-up 
with saving the information on the form. 


If you accidentally turn off the FORM switch before saving the form set-up, the set-up will be erased and cannot be 
saved. Form set-ups are saved like phrases and settings; (the STORE switch is not used). 


&— HOLD down and press FILL IN FORM will appear in the Message Area of the 


screen. 


©& HOLD down and type the title orders (It is orders appears in the Response Area of the screen and 
i RY ligh : 
only necessary to hold down [=] while you type the SPECIAL ENT light turns on 


the first character. The title can be 1 to 8 charac- 
ters with no spaces. The first character must be 
alphabetic.) 


& PRESS LJ to indicate “this title equals...” orders= appears in the Response Area of the screen. 


If a beep sounds, the 640 is telling you that the title you’ve typed has already been used. Press STOP and 
type another title. 


SAVE 
SETTINGS 


3 HOLD down and press to finish sav- FILL IN FORM remains on the screen as the 640 saves the 

ie he.cetan. setting. The SPECIAL ENTRY light turns off and the 
title is removed when the setting is saved. 

At this point, you could fill in another form with this set-up (the blinking FORM light indicates the form 

set-up has not been cleared from the 640). Or, you could turn off the Forms peanyrs. For practice, turn off 

the Forms feature as follows: 


® PRESS the f switch to turn off Forms. The FORM light goes off and the screen goes dark. The 
locator tabs have all been cleared from the 640. 


When you LIST TITLES, a list of all titles (saved form set-ups, and/or phrases) will display on the screen. 
Approximately 18 titles can be viewed at one time. If the list exceeds that number, press NEXT SCREEN or 
PREVIOUS SCREEN to scroll up or down the list to view the remaining titles. It also tells you the number of 
FIELDS LEFT (the space remaining for locator tabs on the disk), and the number of CHARACTERS LEFT for 


saving phrases. 


Follow the steps below to display and print a list of titles. 
ACTION “Uist RESULT 
©» HOLD down and press The list titles appear on the screen. 


FORMS ————— indicates forms disk has been loaded 
orders —————————— title of stored form set-up 
30380 FIELDS LEFT —————————— space remaining on disk 


_ehapineieie saan for set-up information 


4000 CHARACTERS LEFT —————— space remaining on disk 


for stored phrases 


© INSERT a clean sheet of paper. 


€) PRESS to print a list of titles. The list of titles prints similar to the sample above. The 
screen goes dark when the list begins to print. 
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RECALLING A SAVED FORM SET-UP 


Remember, the 640 only saves the settings of your forms, not the information typed on the form itself. Once you've 
saved a form set-up, it can be recalled anytime you need to fill in that particular form. The set-up is not recalled with 
the RECALL switch. Rather it is recalled by holding down FEATURES and typing the title, then pressing the 
Spacebar. Recalling a set-up will automatically turn on the Forms feature. Follow the steps below to recall the form 
set-up you just saved. 


©» HOLD down and type the title orders orders appears in the Response Area of the screen and 
the SPECIAL ENTRY light turns on. 


@ PRESS the Spacebar to recall the saved form PLEASE WAIT will appear briefly on the screen. FILL IN 
set-up. (Only the settings will be recalled, not the FORM will appear in the Message Area when the set-up 
information typed on the form.) is recalled. The FORM light will also begin to flash, 

indicating the Forms feature has been automatically 
turned on. 


€&} LEAVE the message on the screen for the next 
exercise. 


REVIEWING WHAT YOU’VE LEARNED 


e After the instructions on the Forms disk have been loaded into the 640, hold down FEATURES and press the 
FORM switch to turn on the Forms feature. Pressing FORM again will turn it off. 


@ You can set up a form for one-time use, or you can save the set-up on disk and recall it whenever you need to fill in 


that an (Remember, the fill-in locations are recorded on disk but the information you type on the form is not 
recorded. ) _ 


® When you've finished setting up and filling in a form and want to set up another form, save the set-up so you can 
use it again. Then turn off the Forms feature by pressing FORM. This will clear the set-up from the 640. Then 
turn the Forms feature back on and set up the new form. 


@ Use the SET TAB switch to set a “regular” tab in the forms set-up. Use SET DEC. TAB to set a decimal tab 
when you want a number aligned at the decimal point. 


@ Once a set-up is finished and the GO TO START command is given, you cannot add or change the tab locations. 
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FILLING IN A FORM WITH DELAY PRINT 


The 640 Delay Print feature lets you print an error-free entry. The PRINTER switch is used to turn on Delay Print 
(the PRINTER light will flash). When the Delay Print feature is on, your entry will show in the Response Area at 
the bottom of the screen, which allows you to correct errors before printing the entry on the form. The entry will print 


when you press the TAB or RETURN key. 


The Response Area will display your entry as you type it. As many as 45 characters can be displayed at one time. The 
information will scroll to the left in the Response Area if you type more than 45 characters. 


Follow the steps below to practice filling in the form below using delay print. Use the form set-up that was saved and 


recalled in the last exercise. 


SHIPPING MANIFEST 


SHIP TO: 
ABC Company 


RECEIVED BY: Joe Davis 


COMMENTS: 
Hold shipment for pick—up by customer. 


INSERT another copy of the form used in the 
previous exercise and align at the reference 
point. 


PRESS to start filling in the form. 


PRESS (ei to turn on the Delay Print feature. 
The PRINTER light will flash. 


TYPE the words ABC COMPANY 


PRESS to move to the next fill-in 


location. 


CONTINUE on the next page. 


SHIP FROM: 
Retail Supply, Inc. 


PREPARED BY: Ann Smith 
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Notify Mr. Stephens. 


FILL IN FORM should be in the Message Area of the 
screen as a result of recalling the form set-up on the 
previous page. 


The carrier moves to the first fill-in location. 


DELAY PRINT 


> 


The Response Area appears on the screen. The cursor 
blinks waiting for your entry. 


The entry will show in the Response Area. If you need to 
correct an entry before printing it on the form, use the 
ERASE key. 


The entry prints on the form and the carrier automati- 
cally moves to the next fill-in location. 


FILLING IN A FORM WITH DELAY PRINT — continued 


TYPE the words RETAIL SUPPLY, INC. The entry appears in the Response Area. If you need to 
correct the entry, use the ERASE key before pressing 
TAB. 


& PRESS to move to the next fill-in 


location. 


©} CONTINUE to tab and type the entries up to the 
last fill-in location under “COMMENTS”. (If you 
accidentally press RETURN, simply press 
TAB.) 


G@® TYPE the following: Hold shipment for pick-up Notice that only the last 45 characters show in the 
by customer. Notify Mr. Stephens. Response Area. If you need to correct an error before 
printing it on the form, use the ERASE key. 


or pick-up by customer. Notify Mr. Stephens. 


TAB ; 7 Ll 
Gp PRESS =) The entry will print on the form and two beeps wi 
sound. END OF FORM will appear in the Message Area, 


and Delay Print automatically turns off: 


When Delay Print is on, INDEX, RVRSE INDEX, RVRSE, BKSP 1/2, and SPACEBAR will show in 
the Response Area as symbols. The carrier will move only when TAB or RETURN is pressed. If you wish 
to align the carrier at a fill-in location before erp | an ene, turn delay pn. off, make the eaenent 


and turn delay print back on. 
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FILLING IN A FORM WITH MULTI-LINE ENTRIES 


Some forms have several lines of information typed at the same location. For example, the form below has three lines 
of information (a name and address) typed at location 1. This is a multi-line entry. 


When you need to type several lines at one location, simply press RETURN after each line. When all lines have been 
typed at that location, press TAB to move to the next location. 


SHIPPING MANIFEST 


SHIP TO: SHIP FROM: 

Conti Manufacturing, Inc. Upstate Container Company 
97 Hyatt Avenue 5413 West Elm St. 

Buffalo, New York 12376 Rochester, New York 12320 


RECEIVED BY: J. Davis PREPARED BY: T. Aarons 


COMMENTS: 
On arrival of shipment, report shortages or damages on Form S/D 1180-1982 attached to this 
manifest. 


Follow the steps below to practice this feature. You’ll use the form set-up still in the 640 from the last exercise. Since 
you’re at the end of the form set-up, you'll use the GO TO START key to return to the beginning of the form. 


©» HOLD down and press to fill in FILL IN FORM appears on the screen. 


another form. 


@ INSERT another copy of the form and align the 
reference point as you did when you set up the 
form. 


@ BE SURE the Delay Print feature is on. The 
PRINTER light should be flashing. If not, press DELAY PRINT 
PRINTER switch. 


appears on the screen. 


©} PRESS to move to the first fill-in +1 shows in the Response Area because the Delay 
location. ? Print feature is on. 

@® TYPE the entry: The characters show in the Response Area as you type 
Conti Manufacturing, Inc. but do not print because delay print is on. 


4 
@ PRESS to move to the next line of the The entry prints on the form and the Response Area 
first fill-in location. shows: 


+ CONTI MANUFACTURING, INC. 
CONTINUE on the next page. 
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FILLING IN A FORM WITH MULTI-LINE ENTRIES — continued 


€} TYPE the next line: 97 Hyatt Avenue The Response Area shows: 
| > Conti Manufacturing, Inc. & 97 Hyatt Avenue 
© PRESS |" to move to the next line. The entry prints and the screen shows: 


> Conti Manufacturing, Inc. 97 Hyatt Avenue 


When using delay print with multi-line entries, use ERASE to correct any typing errors on the screen 
before pressing RETURN. If you notice an error in an entry after pressing RETURN, turn delay print 
OFF, then use RVRSE to back up to the error. Use ERASE retype the entry and press GO TO END. 
Turn delay print back on. After TAB is pressed,an entry at the last fill-in location cannot be corrected. 


Gp TYPE the entry: Buffalo, New York 12376 


Gp PRESS to move to the next fill-in The entry prints, a tab symbol > appears in the 
location. Response Area, and the carrier automatically moves to 
the second fill-in location. 


nse 


GE) WHEN the form is filled in, hold down and 
press |B) to go back to the beginning. 


3 PRACTICE filling in the form again, if you like. 
43 PRESS + Gis to turn off the Forms The FORM light turns off and the Forms feature is 
feature. turned off. All locator tabs are cleared from the 640. 
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CLEARING A SAVED FORM SET-UP oe 


Saved form set-ups can be erased (cleared) from the disk when they are no longer needed to make space available for 
new set-ups. 


Follow the steps below to clear the form set-up you saved under the title “orders”. 


=p HOLD down and type the title orders orders shows in the Phrase Title Area of the screen and 
the SPECIAL ENTRY light turns on. 
@ PRESS orders= shows in the Phrase Title Area and one beep 


confirms that the title has been located. 


& PRESS few The CLEAR light turns on and the message “To clear, 
press CLEAR again” appears on the screen. 


t you press a CLEAR switch and then change your mind about clearing “ ee, aoe the aor 
“C incel the instruction. 


4 PRESS f CLEAR bh epate, PLEASE WAIT appears on the screen. When the screen 


goes dark the form set-up is cleared. 


If you do not remem the title of the or need to es those ce no Teoh needed, ees 


REVIEWING WHAT YOU’VE LEARNED 


@ There are two ways to print information on a form as you fill it in: (1) immediate printing and (2) delay print. (The 
Delay Print feature is particularly helpful when the form has carbon copies, as you can make corrections on the 
screen before printing anything on the form.) 


e The PRINTER switch is used to turn on delay print. 


@ When filling in a form, the TAB key is used to move to each fill-in location. The RETURN key can be used to type 
more than one line at a tab location. 


e A multi-line entry (e.g., name and address) requires only one locator tab to be set in the form set-up. 


e A saved form set-up can be cleared from the disk: Hold down FEATURES and type the title, type equal (=), then 
press CLEAR twice. 
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FORMS WITH REPEATED TAB LOCATIONS 


Frequently, you’ll find forms with tab positions that are repeated on several lines, as in the example below. When 
filling in the form you'll type all the information on the first line, then go to the next line and fill it in and so on for 
each line. 


ALLEN TUNNEL COLLEGE CLASS SCHEDULE 


STUDENT NAME: James Collins 


SEQUENCE ae SECTION COURSE CREDIT 
COL NUMBER Pasa NUMBER | NUMBER DESCRIPTION HOURS 


HISTORY 
LITERATURE 
SPCH SPEECH 
DATA PROCSING 
TOTAL HOURS 12 


The fastest and most efficient way to set up the form is to use the repeated tab feature. You only need to set tabs on the 
first line and the 640 will repeat them for as many lines as you desire when the form is filled in. 


Lines 

with 
repeated 

tab locations 


To practice using repeated tabs, make a copy of the form below. Then follow the steps on the next page. 


ALLEN TUNNEL COLLEGE CLASS SCHEDULE 


STUDENT NAME: 


- SEQUENCE COURSE prot COURSE CREDIT 
NUMBER DEPT | NUMBER prot DESCRIPTION HOURS 


TOTAL HOURS 
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SETTING UP A FORM WITH REPEATED TAB LOCATIONS 


Forms that have repeated tab locations are set up just like other forms, except that you use the MARK key to mark 
the beginning and end of the line with the repeated tabs. 


Before you begin, be sure the FORM light is not flashing. Ifit is, press FORM to turn off the Forms feature and clear 
the previous form set-up from the 640. You cannot set up a new form until the old form is cleared. 


© INSERT a copy of the form in the 640 and 
change margins if necessary. 


@ DETERMINE a reference point and align it 
with the card guide. 


€& HOLD down and press to turn on the The FORM light flashes. SET UP FORM appears in the 


Forms feature. Message Area of the screen. 


©) MOVE the carrier to the first fill-in location on 
the form. 


© PRESS to set a locator tab. One beep indicates the tab is set. 


@ MOVE the carrier to the position of the first 
repeated tab under “COL”. 


PRESS to tell the 640 this is the beginning Set repeated tab locations will appear in the Message 
of the repeated tab locations. Area of the screen. The message will remain on the 
screen until all repeated tabs have been set. 


€ PRESS to set a locator tab at the position of One beep indicates the tab is set. 
the first repeated tab. 


€) USE the Spacebar to move to the next tab loca- 
tion on the line. 


PRESS to set the second repeated tab. One beep indicates a tab is set. 


USE the Spacebar to move to the next tab loca- 
tion on the line. 


PRESS to set a tab. 


SET the remaining tabs on the line. 


CONTINUE on the next page. 
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SETTING UP A FORM WITH REPEATED TAB LOCATIONS — continued 


«2 PRESS ey (se [ree] (if necessary) to posi- This tells the 640 how far apart to space the lines with 
tion the carrier at ‘the point where the second line repeated tabs. 
should begin. 


«3 PRESS This tells the 640 that this is the end of the set of repeated 
tabs. The screen goes dark. 


MOVE the carrier to the last tab location after 
“TOTAL HOURS”. 


PRESS to set a tab at the last location. 


HOLD down and press when the FILL IN FORM appears in the Message Area. 


form has been set-up. 


After the form has been set up, you can save the set-up on disk so it may be recalled whenever you need it. Follow the 
steps below to save the form set-up. 


©) HOLD down and type repeat repeat appears in the Phrase Title Area. 

GP PRESS repeat= appears in the Phrase Title Area. 

©} HOLD down (=) and press PLEASE WAIT appears in the Message Area while the set- 
up is being saved, then FILL IN FORM 


Message Area. 


he si -t-up does not clear the locator tabs from the 640. As long 4 as FOR y ‘en 
a in the next exercise without recalling the set-up. 
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FILLING IN A FORM WITH REPEATED TAB LOCATIONS 


After the form has been set up, you can begin filling it in. The TAB key is used to move the carrier from one fill-in 
location to the next. When filling in the repeated tab area, the 640 will automatically repeat the tabs until you hold 


down FEATURES and press TAB. 


,or 
Follow the steps below to fill in the form with repeated tabs. Use the ERASE key to correct any typing errors. 
You may turn on the Delay Print feature by pressing the PRINTER switch if you like, but it is not necessary. 


ALLEN TUNNEL COLLEGE 


STUDENT NAME: James Collins 


— 


CLASS SCHEDULE 


HISTORY 


LITERATURE 


SPEECH 


DATA PROCSING 


If you’ve turned off the Forms feature, you'll need to recall the form set-up titled “repeat” before filling in the form. 


© REINSERT the form in the 640 and align at the 
reference point. 


@® PRESS (cae begin filling in the form. 


€= TYPE the entry James Collins 


€3 CONTINUE on the next page. 
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FILL IN FORM is displayed in the Message Area. 


FILL IN FORM is removed from the screen and the carrier 
moves to the first fill-in location. 


If delay print is off, the entry prints on the form. If delay 
print is on, the entry shows in the Response Area. Either 
way, you can use ERASE to correct any typing errors. 


FILLING IN A FORM WITH REPEATED TAB LOCATIONS — continued | 


ALLEN TUNNEL COLLEGE 


STUDENT NAME: James Collins 


CLASS SCHEDULE 


SEQUENCE COURSE |SECTION COURSE CREDIT 
COL NUMBER DEPT | NUMBER | NUMBER DESCRIPTION HOURS 


© PRESS 


@ FILL in the first line of the repeated tabs as 
follows: 
— Type 4 and press TAB 
— Type 32406 and press TAB 
— Type HST and press TAB 
— Type 102 and press TAB 
— Type 502 and press TAB 
— Type HISTORY and press TAB 
— Type 3 and press TAB 


FILL in the next three lines of information on 
your own. 


€} CONTINUE on the next page. 
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HISTORY 


LITERATURE 


SPEECH 


DATA PROCSING 


TOTAL HOURS 12 


The carrier moves to the fill-in location in the repeated 
tab area. The message “Repeated tabs (FEATURES + TAB 
to end)” appears in the Message Area to indicate this is a 
repeated tab location. 


Each time you type an entry and press TAB, the carrier 
will move across the line to the next fill-in location. When 
you press TAB after the last entry on the line, the carrier 
moves to the next line, ready for you to fill in another line 
of repeated tabs. 


FILL IN FORM is still on the screen. 


FILLING IN A FORM WITH REPEATED TAB LOCATIONS — continued 


HOLD down and press when all 


repeated tab entries have been typed. 
TYPE the last entry on the form. 
HOLD down and press 


INSERT another copy of the form and practice 
filling in another form on your own. 


PRESS FORM to turn off the Forms feature. 
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This tells the 640 that yow’ve finished with the repeated 
tab locations. 


FILL IN FORM appears in the Message Area. 


The Forms feature turns off and all locator tabs are 
cleared. 


FORMS WITH STANDARD ENTRIES 


Often there is information that remains the same every time a form is filled out. For example, the information 
included in the heading of a company memo form, such as address, phone number, or person to contact may be the 
same on every form. This type of information is referred to as a “standard entry.” (On the form below, the words “SHIP 
FROM” and “NOTES” contain standard information.) 


To save you time when filling in forms, standard entries can be saved in the forms set-up. When this is done, the 
standard entries will automatically print out when you fill in the form. 


INTERNAL SHIPPING ORDER 


Ship From: Ship To: 
Supplies Dept. Shirley Jones 


Order Date: 9/31/82 Order Number: CJ0488 
Notes: All costs will be billed monthly 


Item Description Quantity Cost 
Stencil Forms 6 $120.00 


Make two copies of the form below to practice setting up a form with standard entries. 


INTERNAL SHIPPING ORDER 


Ship From: Snip To: 


Order Date: Order Number: 


Notes: 


Item Description Quantity 
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SETTING UP A FORM WITH STANDARD ENTRIES | 


Follow the steps below to practice setting up and filling in a form with standard information. 


INTERNAL SHIPPING ORDER 


Ship From: 
Supplies Dept. 


ship To: 
Shirley Jones 


Order Date: 9/31/82 


Order Number: CJ0488 


Notes: All costs will be billed monthly 


Item Description 
Stencil Forms 


Quantity 
6 


Cost 
$120.00 


_| 


INSERT the form in the 640 and change mar- 
gins (if necessary). 


ALIGN at a reference point. 


@ 
HOLD down and press to turn on the 


Forms feature. 


MOVE the carrier to the first fill-in location 
under the heading “SHIP FROM” 


PRESS to set a locator tab. 


HOLD down and press [e]. 


TYPE the standard entry: 
Supplies Dept. 
(If you make a typing error, use 


to correct 
it.) 
HOLD down and press to end the 


standard entry. 


PRESS Spacebar to move to the next fill-in loca- 
tion on the line. 


PRESS to set a locator tab. (There is no 
standard information at this location.) 


CONTINUE on the next page. 
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The FORM light flashes and SET UP FORM shows in the 
Message Area. 


One beep indicates a locator tab has been set for the first 
fill-in location. 


Type Standard Entry and press FEATURES + 6 appears in 
the Message Area. The 640 beeps once to tell you it is 


ready for the standard information. 


The standard entry “Supplies Dept.” prints on the form. 


A beep sounds and the screen goes dark. 


One beep indicates the tab is set. 


SETTING UP A FORM WITH STANDARD ENTRIES — continued 


INTERNAL SHIPPING ORDER 


Ship From: Ship To: 
Supplies Dept. Shirley Jones 


Order Date: 9/31/82 Order Number: CJ0488 
Notes: All costs will be billed monthly 


Item Description Quantity Cost 
Stencil Forms 6 $120.00 


2 MOVE to the fill-in location following “Order 
Date”. 


€&3) PRESS to set a locator tab. 


3 MOVE to the next fill-in location following 
“Order Number”. 


€ PRESS Ei to set a locator tab. 


4 MOVE to the next fill-in location following 
“Notes.” 


PRESS to set a locator tab. 


Ge) ENTER the standard entry: | 
Type standard entry and press FEATURES + 6 appears in 


— Hold down and press the Message Area and the entry prints as you type it. 


— Type the standard entry: 
All costs will be billed monthly 
— Hold down and press (= | The screen goes dark. 


GE) MOVE to the fill-in location under the words 
“Item Description”. 


PRESS to set a locator tab. 
MOVE to the fill-in location under “Quantity”. 


© PRESS to set a locator tab. 


G3 MOVE to the fill-in location under “Cost” (be 
sure you move the carrier under the “t” in “Cost” 
so you can set a decimal tab). 
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SETTING UP A FORM WITH STANDARD ENTRIES — continued 


INTERNAL SHIPPING ORDER 


Ship From: ship To: 
Supplies Dept. Shirley Jones 


Order Date: 9/31/82 Order Number: CJ0488 


Notes: All costs will be billed monthly 


Item Description Quantity Cost 
Stencil Forms 6 $120.00 


&3 PRESS to set a decimal locator tab (you'll 
be typing dollar amounts in this location). 


DEG TAB 


| oN 
€&3 HOLD down (=) and press , FILL IN FORM appears in the Message Area of the screen. 


G3 CONTINUE on the next page. 


When typing standard information in a form, the underline and bold features may be used. Standard 
entries can also contain more than one line of text. However, a standard entry cannot be included at a 
location where a decimal tab is set. 
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FILLING IN A FORM WITH STANDARD ENTRIES 


After the form has been set up with standard entries, you are ready to fill it in. Whenever you tab to a location with a 
standard entry, the information will automatically print on the form. You will fill in the other locations in the usual 


manner. 


Follow the steps below to practice filling in the form you just set up. 


INTERNAL SHIPPING ORDER 
a 


Ship From: Spoiaip To: 
Supplies Dept. Shirley Jones 


Order Date: 9/31/82 Order Number: CJ0488 


Notes: All costs will be billed monthly 


Item Description Quantity Cost 
Stencil Forms $120.00 


GB INSERT a copy of the form in the 640 and align 
at the reference point. 


PRESS to move to the first location. The standard entry information “Supplies Dept.” prints 


on the form. 
PRESS to move to the next location. 
TYPE the entry Shirley Jones The entry prints on the form. 


PRESS to move to the next location. 
TYPE the order date 9/31/82 


PRESS to move to the next location. 


TYPE the entry CJ0488 


8 @ 6 6 6 


PRESS to move to the next location. The standard entry prints on the form. 


CONTINUE on the next page. 
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FILLING IN A FORM WITH STANDARD ENTRIES — continued 


INTERNAL SHIPPING ORDER 


Ship From: Ship To: 
Supplies Dept. Shirley Jones 


Order Date: 9/31/82 Order Number: CJ0488 


Notes: All costs will be billed monthly 


Item Description Quantity Cost 
Stencil Forms 6 $120.00 


Gp CONTINUE pressing and filling in the 


rest of the information on the form. 


When you tab to a decimal tab location, the entry will be displayed in the Response Area of the screen. If 
delay print is off, the entry will print on the form when the decimal point (or other alignment character) is 
typed, or when TAB or RETURN is pressed. Use ERASE to correct any errors in the Response Area 
before printing the entry. 


@ HOLD down and press when you’ve FILL IN FORM appears in the Message Area to let you 
completed the form. know the 640 is ready to fill in another form. 


6) INSERT another copy of the form and practice 
filling it in on your own. 


ep PRESS FORM to turn off the Forms feature when 
finished. 
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SETTING UP A FORM WITH PROMPTS 


When setting up a form, you can create prompts that will appear in the Message Area of the screen when you fill in 
the form. This eliminates the need to look at the form to tell what information to type at specific locations. The prompt 
will not print on the form. 


Each prompt can be up to 15 characters long. 


Make copies of the form below and then follow the steps to practice setting up a form using prompts. 


ADDRESS : 


ITEM ORDERED: 


@B INSERT a copy of the form in the 640 and use 
the “N” in “NAME” as a reference point. 


@ HOLD down and press to turn on the SET UP FORM appears in the Message Area of the screen 
Forms feature. and the FORM light begins flashing. 


€& MOVE the carrier to the first fill-in location. 


When Forms is turned on, do not manually move the paper or the eplaten. | as ts movement will not record 
in the form set-up. | __ _ 


If you move the carrier past a fill-in location, use RVRSE, INDEX, BKSP 12 ¢ or | rr \ /R : e tl to 


move back. Or, 1 use ERASE to move back to the previous locator tab. 
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SETTING UP A FORM WITH PROMPTS — continued 


© PRESS Ke ito set a locator tab at the first fill-in One beep indicates a locator tab has been set for the first 
location. fill-in location. 


© HOLD down and press to mark the 


beginning of the prompt. Enter prompt and press FEATURES + 5 


@ TYPE the prompt NAME The entry appears in the Response Area. 


% 
HOLD down and press to mark the The screen goes dark. 


end of the prompt. 


S 


@ MOVE to the next fill-in location. 


© PRESS Ks to set a locator tab. One beep indicates a locator tab has been set for the 
second fill-in location. 


Gp ENTER the prompt as follows: 


.; Enter prompt and press FEATURES + 5 


— Type ADDRESS 
— Hold down {\—>)) and press (2 The entry appears in the Response Area. 


—\ 


It is not necessary to set a tab on each line of the address, you can use the RETURN key to type all lines 
of the address when filling in the form. 


Gp CONTINUE to set-up the form on your own. 
Enter a prompt at each remaining locator tab. 


€2 HOLD down and press to tell the 640 FILL IN FORM will appear in the Message Area of the 
you've completed the form. screen. 
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SETTING UP A FORM WITH PROMPTS — continued 


Before you begin filling in any form, it’s a good idea to save the form set-up so you can recall it whenever you need it. 
Follow the steps below to practice saving the form set-up. 


=p HOLD down and type second (It is only second appears in the Phrase Title Area of the screen. 
necessary to hold down the FEATURES key 
while you type the first character.) 


second= appears in the Phrase Title Area and the 


©®@ PRESS (LJ to indicate “this title equals...” 
SPECIAL ENTRY light turns on. 


If a beep sounds, the 640 is telling you that the title is already used. Press STOP and type another title. If 
two beeps sound and the message “Insert FORMS fecoraing disk i in rt d ie prppaso on ee scl creen, insert a a 
Forms recording disk and repeat step 1.) | .~—rs—e 


SAVE 


SETTINGS 
€&} HOLD down and press ca) to finish sav- PLEASE WAIT appears in the Message Area as the 640 
ing the set-up. saves the setting. The SPECIAL ENTRY appears in 


the Message Area. 


Saving the form set-up does not clear the tab settings 
from the 640, so you can proceed to fill in the form. 
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FILLING IN A FORM WITH PROMPTS 


© REINSERT the form and align to the reference 


point. 
@ PRESS to move to the first fill-in 
location. 


€& TYPE your name. 


@ PRESS to move to the next fill-in 


location. 


@ TYPE your address (remember to press 
RETURN after each line except the last.) 


@ PRESS and fill in your phone number. 
PRESS and type Two blankets (for the 


item ordered.) 


o2 


NAME (the prompt for the first location) appears in the 
Message Area. 


The prompt remains on the screen as you begin to type. If 
you have delay print on, your typing will show in the 


Response Area. 


ADDRESS appears in the Message Area of the screen. 


REVIEWING WHAT YOU’VE LEARNED 


e Prompts may be added to a form set-up to assist you in filling in the form. 


@ To record prompts in a set-up, move to the location, press SET TAB, hold down FEATURES and press (= , type 
the prompt and hold down FEATURES and press again. 


e Standard information can be added to a form set-up so that it will be printed on each form as you fill it in. 


e To record standard information in a set-up, move to the location, press SET TAB, hold down FEATURES and 
press (Ls ] , type the information, and hold down FEATURES and press (s] again. 


@ When the same tab settings are used on several lines, you can set them once as “repeated” tabs. 


@ To set repeated tabs, move to the first tab location, press MARK, set all the tabs on the line, press RETURN and 
position the carrier on the next line, then press MARK again. 


@ When filling in repeated tabs, press TAB and fill in all locations, then hold down FEATURES and press TAB to 
end the repeated tabs. 


Additional Points: 


@ When filling in a form, you may leave fill-in locations blank by simply pressing TAB without typing any 
text. 


@ When the Forms instruction disk is loaded, you can use the 640 like a “regular” typewriter as long as the 
Forms feature is not turned on. | 


e A Forms recording disk can be copied using the Copy Phrases Option (Option 3) on the Options disk. (See 
the 640 Reference Manual for detailed instructions.) 


@ Label the recording disk as a Forms recording disk. It can be used to save other forms, but cannot be used 
to store documents. 


dd 


REFERENCE SECTION | 


On the following pages you'll find information that can be used for quick reference when working with forms. 
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GETTING STARTED: 


Gp TURN ON the 640. 
© INSERT the Forms disk in the left drive to load the instructions. 


© WHEN the instructions have been loaded, the SPECIAL DISK light comes on and FM.-L and numbers 
appear on the screen. 


€3 INSERT a Forms recording disk in the right drive. If the disk is new or contains documents you no longer 
need, prepare the disk first. (Refer to Preparing a Disk in the 640 Reference Manual, if necessary.) Once form 
information is recorded on a disk, it becomes a Forms only recording disk. 


REFERENCE SECTION 34 


The screen settings scale is not available when the Forms instruction disk is loaded. 


Follow the steps below to set new margins: 


@— PRESS Spacebar to move the carrier to the new 
left margin location. (If the desired location is to 
the left of the current left margin, see the steps 
below.) 


SET 
LEFT 


@ PRESS to set the left margin. 


MARGIN 


€& PRESS Spacebar to move the carrier to new 
right margin location. 


© PRESS figs to set the right margin. 


One beep indicates the margin has been set. 


One beep indicates the margin has been set. 


To set a new margin to the left of the current left margin, follow the steps below: 


i 
PRESS to be sure you are at the current 


left margin. 
MAR REL 


@® HOLD DOWN and press once. 


& PRESS to move the carrier back to the 


desired location. 


SET 


© PRESS (gM to set a new left margin. 


REFERENCE SECTION 
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The 640 beeps once. Margin Release temporarily releases 
the current left margin until a new left margin is set — it 
does not move the carrier or set a new margin. 


The carrier backs up one space each time RVRSE is 
pressed. 


One beep indicates the margin has been set. 


SETTING UP A FORM: 


INSERT the form in the 640 and set new margins, if necessary. 
DETERMINE your reference point and align it with the card guide. 
HOLD down =} and press to turn on the Forms feature. 
MOVE the carrier to the first fill-in location. 

PRESS or (gat0 to set a locator tab. 

CONTINUE to move to each fill-in location and set a tab. 


HOLD down and press to complete the form set up. 


SAVE the settings. 


8 6666 8 & 


_ Additional Points: 


@ Before you begin to set up your form, decide where tabs, decimal tabs, standard entries, repeated tabs and 
prompts are to be recorded, as well as the location of your reference point. 


e Frequently used phrases, such as a vendor’s name and address or the date, may be recorded as a saved 
_ phrase. They can then be recalled at any locator tab and printed on the form. Phrases must be recorded 
and saved with the Form light off. 


@ If you move the carrier too far in any direction, you may correct the position before setting a locator tab by 
using RVRSE or RVRSE INDEX. 


e If you feel you've set any of the locator tabs in the wrong place, use ERASE to back up to the previous 
_ locator tab set, then move the carrier to the correct location and reset the tab. You cannot add or change a 
tab location after completing the form set-up. 


elf you want to completely start over, press the FORM switch. This will turn off the feature and clear all 
locator tabs from the 640. Then you can turn on FORM and start over. 


@A form set-up can have up to 400 locator tabs. If your form requires more than 400 locator tabs, you will 
need to set up the first 400 tabs and save the set-up. Then turn off the Forms feature, turn it back on again, 
set up the remaining tabs in a second form set-up and save the second set-up. 


e If you set up several forms at one time, be sure to save each set-up prior to turning off the Forms feature. 


@ Use the HELP feature whenever an instruction is not accepted (two beeps). 
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SETTING UP A FORM WITH PROMPTS: 


€B INSERT the form in the 640 and set new margins, if necessary. 

©@ DETERMINE your reference point and align it with the card guide. 
&} HOLD DOWN and press to turn on the Forms feature. 
@} MOVE the carrier to the first fill-in location. 

© PRESS or (ammo to set a locator tab. 

@ ENTER a prompt as follows: 


— HOLD down [Jana press to mark the beginning of the prompt. 
— TYPE the prompt — use ERASE to correct any typing errors. 


— HOLD down and press to mark the end of the prompt. 


CONTINUE to set tabs and prompts for the rest of the form where desired. 


€} HOLD down and press to complete the form set-up. 


Additional Points: 
eA prompt instruction (FEATU RES. + 5) will only be accepted after the locator tab is set. 


e When the first prompt. instruction is entered, | appears in the Message Area. The typed prompt is 


displayed to allow you to correct errors before the instruction to one the prompt is entered. 


e The prompt can consist of 15 characters. 


e If ERASE is used after the instruction to end the prompt is entered, the entire wroipt will appear in the 
Message Area with the cursor to the left of the | symbol. 


e if you pressed E RASE by mistake and want to move to the next fill-in position, y you a not need to reenter 
the instruction to end the prompt. Use Spacebar, RETU aA or nee to move to sa next location. 
e If you need to revise a ‘prompt. proceed as follows: — : 
— Press ER \SE until the entire prompt appears in the Message Area. 
— - Press ERASE until the Message Area clears. 
— Hold down FEATURES + a, type prompt, hold down FEATURES + 8. 


od 
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SETTING UP A FORM WITH REPEATED TAB LOCATIONS: 


INSERT the form in the 640 and set new margins, if necessary. 
DETERMINE your reference point and align it with the card guide. 
HOLD DOWN [Jana press to turn on the Forms feature. 
SET locator tabs, if needed, up to the repeated tab location. 

SET the line of repeated tabs as follows: 

— MOVE the carrier to the position of the first repeated tab location. 
— PRESS [all to mark the beginning of the line of repeated tabs. 
— SET tabs for each location on the line. 


i | 
_ PRESS END INDNT 


RVRSE 


INDEX ( 
— PRESS or (if necessary) to position the carrier at the point where the second line should 


begin. (This tells the 640 the line spacing desired between repeated tab lines.) 
— PRESS again to end the repeated tabs instruction. 


@ SET any remaining locator tabs on the form. 


GO TO 


HOLD down | and press |st4t! to complete the form set-up. 


G8 


SAVE the setting before you begin to fill in the form. 


Additional Points: 


@ When MARK is pressed, the message “Set repeated tab locations” will appear on the screen. The message 
will remain on the screen until all repeated tabs have been set. 


e If you ERASE the first tab set after pressing MARK, you need to reset the mark along with the tab. 


e If the message “Go to next line then press MARK” appears on the screen, press RETURN and use INDEX 
to move to the beginning of the next line, then press MARK. 


© Prompts can be entered at any of the locator tab positions. 


e Standard Entries can be entered at a locator tab where regular tabs are set. They cannot be entered at a 
location where a decimal tab is set. 


e Use the HELP feature whenever an instruction is not accepted (two beeps). 


a8 
REFERENCE SECTION 


SETTING UP A FORM WITH STANDARD ENTRIES: 


INSERT the form in the 640 and set new margins, if necessary. 
DETERMINE your reference point and align it with the card guide. 


e 
HOLD down and press to turn on the Forms feature. 


MOVE the carrier to the first fill-in location. 


PRESS or to set a locator tab. 


IF standard information is required, enter it as follows: 


— HOLD down and press 


— TYPE the standard entry. 

— HOLD down and press to end the entry. 

CONTINUE to set locator tabs, including standard information where desired. 
HOLD down and press ef) to complete the form set-up. 

SAVE the set-up. 


ao R~ 


Additional Points: 
e A standard entry instruction (FEATURES + 6) will only be accepted after the locator tab is set. 
e A standard entry cannot be entered at a location where a decimal tab is set. 
e A standard entry can consist of more than one line. 


e@ When typing standard information on a form, the BOLD, CENTER, RIGHT FLUSH and UNDLN 
features may be used. | 


@ The standard entry will print on the form as it is typed. Use ERASE to correct errors oe the 
instruction to end the standard entry is entered. 


e If ERASE is used at the fill-in position following a standard entry, the carrier returns to the ch of the 
typed entry and the instruction to the standard entry is erased. The instruction must be reentered 
(FEATURES + 6) before moving to the next fill-in position. — _ | 


e Use the HELP feature whenever an instruction is not accepted én beeps). 
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REFERENCE SECTION 


SAVING A FORM SET-UP: 


Gp BE SURE the Forms recording disk is inserted in the 640. 


@® SET up the form. 


€& HOLD down and press ; 


©) HOLD down and type a title. 


MAR REL 


@® PRESS (L2] to indicate “this title equals.. 


SAVE 


SETTINGS 
@ HOLD down and press ES) to save the set-up. 


Additional Points: 
@ To save the form set-up, be sure the Forms recording disk is inserted into the right disk drive. 


e The 640 will only save the settings of your forms (including prompts or standard entries). It will not save 
the information typed on the form. 


e A title can consist of eight characters. 
. If the t title has already been used, you will hear one beep. _—ttss 
| 2} rt the List Titles, hold down FEATURES and press Lo] 


REFERENCE SECTION 40 


RECALLING A FORM SET-UP: 


€—B INSERT the form and align the card guide at your reference point. 
@ HOLD down and type the title of your saved set-up. 
€& PRESS Spacebar. 


Additional Points: 
@ Use the LIST TITLES feature to be sure you recall the correct title of the form set-up. 
e If the title is entered incorrectly or has been cleared, you will hear two beeps. | 


e A form set-up can be recalled with the FORM light on or off. The 640 automatically accepts the recalled | 
set-up and cancels the current set-up. __ Css 


REFERENCE SECTION 41 


FILLING IN A FORM: 


INSERT a form and align the card guide at the reference point. 
RECALL the form set-up. 
PRESS to move to the first fill-in location. 


PRESS (aa if you want to use the Delay Print feature. 
TYPE the fill-in information. 
REPEAT steps 4 and 5. Keep in mind: 


e Standard entries recorded in the set-up will automatically print. 


~ 
rf 


e Any prompts recorded in the set-up will appear in the Message Area to remind you of the type of information 
to be entered. 


@ Repeated tab locations recorded in in the set-up are filled in like any other tabs. When you are finished with 
the repeated tabs, hold down | and press =) to continue on with the form. 


@ Several lines of information (Multi ‘Line Entries) can be typed at any locator tab. When all the lines have 
been typed, press TAB to move to the next location. 


PRESS " to fill in the form again. 


ent ntr a a — on dike fork r hen de Ne seine es other pot ath 
Print i is on, the ey will r ret r rain | in a the Response Area until RETURN or 


i 


CLEARING A SAVED FORM SET-UP: 


ep HOLD down |= and type the title. 


@ PRESS (one beep confirms that the title has been located). 


& PRESS fw 


@> PRESS faa again. 


Additional Points: 


A form set-up no longer r needed should be cleared to make 1 more a. space available for other saved form 


FILLING IN A FORM WITH DELAY PRINT: 


@ PRESS to start filling in the form. 


© PRESS (es to turn on the Delay Print feature. The PRINTER light will flash. 
Additional Points: 


@ The Delay Print feature can be turned on or off at any point while filling in a form. | 
@ When Delay Print is on, the entry will display in the Response Area of the screen. | 


@ As many as 45 characters can be displayed at one time. The entry will scroll to me left if you aoe more 
than 45 characters. 


e If you need to correct an entry before printing it on the form, use ERASE. 


e Press RETURN or TAB to print the entry on the form. 


@ When using Delay Print with multi-line entries, use ERASE to correct any typing errors on the screen 
before pressing RETURN. If you notice an error in an entry after pressing RETURN, turn Delay Print 
off, then use RVRSE to back up to the error. Use ERASE, retype the entry and press GO TO END. 
Turn Delay Print back on. After TAB is pressed, any entry at the last fill-in location cannot be corrected. 


e If TAB is pressed after the last entry on a form, the entry will print on the form and two beeps will sound. 
END OF FORM will appear in the Message Area and Delay Print will turn off automatically. 
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PROBLEM SOLVING 


PROBLEM 


Beep sounds with each key you press while setting 
up a form. 


Double beeps sound when you try to recall a saved 
form set-up. 


Double beeps sound when setting up a lengthy form 
each time you press TAB or try to enter standard or 
prompt information. 


Double beeps sound when you press the Spacebar to 
move to the first locator tab position when setting up 
a form. 


The carrier does not move to correct fill-in locations 
for the form inserted. 


FORM switch accidentally turned OFF before the 
set-up was saved. 
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REASON/SOLUTION 


The recording disk is almost full. Turn FORM off: 
Display the LIST TITLES and use NEXT SCRN/ 
PREV SCRN to check the FIELDS LEFT and 
titles of set-ups no longer needed. Press STOP or 
PRINT, then CLEAR titles; or, insert a new Forms 
recording disk. Set-up the form again. 


There is no phrase (set-up) saved under that title. 
Either the set-up is saved on another recording disk 
or the title was typed incorrectly. Display LIST 
TITLES and look for the title. Press STOP or 
PRINT, then recall the title again if saved on this 
disk; or insert another Forms recording disk and 
repeat the steps above. 


The form set-up is full. Up to 400 locator tabs may be 
set in one form set-up. GO TO START and save the 
first 400-tab set. Turn FORM off, then turn FORM 
on again and set-up the remaining tabs of the form. 
When complete, press GO TO START and save the 
set-up under a different title. When filling in the 
form, recall the first set-up to fill in the beginning of 
the form, then recall the second set-up to fill in the 
rest of the form. 


You may have pressed TABLE instead of FORM. If 
SET UP TABLE is in the Message Area of the screen 
instead of SET UP FORM, press STOP, then hold 
down FEATURES and press FORM. 


The set-up recalled may be a different form set-up 
than expected. Check LIST TITLES and recall the 
correct title. OR, the locator tabs may have been set in 
the wrong place for the form. Once a set-up has been 
completed and saved, the locator tabs cannot be 
changed. Set-up the form again and save it under a 
different title. 


Locator tabs are cleared from the 640 when the 
Forms features is turned Off. Turn FORM on and 
set-up the form again. Press GO TO START, then 
save the set-up before turning FORM off 


The following is a list of the screen messages that you may see while using the Forms feature. Along with each 
message is an explanation of the message and any action you should take. 


Caution: Phrase ‘memory is c | rr ‘ost full Reason: Appears while creating a phrase when the 


phrase memory portion of the disk is almost full. 


Action: Press STOP to cancel the phrase creation. 
LIST TITLES to clear any phrases no longer needed, 
then start again. 


Reason: Appears when a recording disk is inserted in 
the left drive after the Forms instructions have been 
loaded. 


Action: Remove the disk. 
Reason: Appears if an instruction disk (i.e., Base 


System, Options or Forms) has been inserted in the 
right drive. 


Action: Remove the disk and insert a Forms record- 
ing disk. 


Check the printwheel Reason: Appears when there is no printwheel in the 
carrier or it is inserted incorrectly. 


Action: Insert a printwheel or check the printwheel 
to be sure it has been inserted correctly. 


Reason: Appears during form fill-in at a decimal tab 
location. 


Action: Typed entries will appear on the screen and 
print aligned when TAB or RETURN is pressed. 


Reason: Appears during form fill-in when the 
PRINTER switch is pressed. 


Action: Typed entries will appear on the screen and 
print when TAB or RETURN is pressed. Turn delay 
print off to adjust the carrier. 


495 


SCREEN MESSAGES — continued 


The disk is full = 


END OF FORM 


Enter right flush text 


Enter text to be centered © 


EM.-L 


* 


Reason: Appears when the disk has been filled with 
all the recorded information it will hold. 


Action: Erase some of the stored form set-ups from 
the disk or get another disk to record on. 


Reason: Appears during form fill-in when TAB is 
pressed after the last fill-in location has been reached. 


Action: Hold down FEATURES and press GO TO 
START to remove the message and begin filling in 
the next form. 


Reason: Appears when you hold down FEATURES 
and press the 5 key while setting up a form. 


Action: Type in the prompt to be recorded in the set- 
up, then hold down FEATURES and press 5 again. 


Reason: Appears when FEATURES + 1 is pressed. 
Text appears on the screen when typed. 


Action: Type the text to be right flushed, then press 
RETURN or TAB to print it. Press STOP to remove 
the message. 


Reason: Appears when FEATURES + 4 1s 
pressed. Text appears on the screen when typed. 


Action: Type the text to be centered, then press 
RETURN or TAB to print it. Or, press STOP to 
remove the message. 


Reason: Appears when the Forms instructions have 
been loaded into the 640 from the Forms disk. F\M. is 
an abbreviation for Forms. The “L” and numbers tell 
you the software level you’re using. 


Action: Proceed with setting up and/or filling in 
forms. 


SCREEN MESSAGES — continued | 


FLL FORM 


available after two beeps 


Go to next line ‘then press MARK 


Insert FORMS recording disk in rt drive 


Reason: Appears when a form set-up has been 
recalled, or when you hold down FEATURES and 
press GO TO END (START) at the end of a form 
set-up. 


Action: Insert a form in the 640 and press TAB to 
begin filling it in. 


Reason: Appears if FEATURES + HELP is 
pressed in error. 


Action: Press STOP to remove the message from the 
screen. 


Reason: Appears when a line of repeated tabs has 
been set in a form set-up, but the carrier has not been 
moved to the next line. 


Action: Press RETURN (and use the INDEX key, if 
necessary) to position the carrier on the next line of 
the form, then press the MARK key. (This tells the 
640 how far apart to space the lines with repeated 
tabs). Continue to set-up any remaining tabs on the 
form. 


Reason: Appears when: 1) the recording disk has not 
been inserted, 2) disk is inserted incorrectly and 3) 
the disk contains documents. 


Action: 1) Insert a Forms recording disk, 2) check the 
disk to be sure it is inserted correctly and 3) if the 
disk is new or contains documents, prepare the disk. 


Reason: Appears if: 1) there is no instruction disk in 
the left drive; 2) the disk is inserted incorrectly in the 
left drive. 


Action: Load the instruction disk in the left drive. 


Reason: Appears when FEATURES + HELP is 
pressed and the instruction disk has not been loaded. 
The 640 will beep twice. 


Action: Insert the instruction disk in the left drive. 
Then hold down FEATURES and press the HELP 
key for assistance. 
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SCREEN MESSAGES — continued 


Probler 


Repeated tabs (FE/ ‘TURES + TAB to end) 
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Reason: Appears when the 640 is performing an 
action. 


Action: Wait until the message disappears before 
continuing. 


Reason: Appears when the 640 cannot read the infor- 
mation on the disk. 


Action: Remove the disk and correctly reinsert it. 


Reason: Appears when the 640 cannot read informa- 
tion from the disk or an unprepared disk has been 
inserted. 


Action: Remove the disk. Reinsert a Forms recording 
disk. 


Reason: Appears during form fill-in when the loca- 
tion is within a repeated tab field. 


Action: Type in the repeated tab information, then 
hold down FEATURES and press TAB to move to 
the next fill-in location. 


Reason: Appears when a tape is covering the write 
protect notch on the Forms recording disk in the right 
drive. 


Action: Remove the tape from the notch, reinsert the 
disk and repeat the steps. 


Reason: Appears during form set-up when MARK is 
pressed. 


Action: If MARK is pressed in error, press ERASE 
to remove the message. Or, set repeated tabs where 
needed, go to the next line and press MARK again. 


Reason: Appears when you hold down FEATURES 
and press FORM to turn on the Forms feature. 


Action: Insert a form and set it up, or recall a pre- 
viously-recorded form set-up and fill it in. 


SCREEN MESSAGES 


SCREEN MESSAGES — continued 


Ta ble too wide for margins - Sel again 


To continue list titles press PRINT 


Reason: Appears when TABLE has been pressed 
instead of FEATURES + TABLE. 


Action: Set-up the table; or press STOP, then hold 
down FEATURES and press FORM to set up a 
form. 


Reason: Appears when RETURN is pressed after 
setting up a table and the margins set cannot accom- 
modate the table columns. 


Action: Change margins and set-up the table again. 


Reason: Appears when clearing a saved form set-up 
or phrase after CLEAR has been pressed. once. 


Action: 1) Press CLEAR again to clear the set-up or 
phrase, or 2) press STOP to cancel the CLEAR 
instruction. 


Reason: Appears when STOP is pressed while print- 
ing the LIST TITLES. 


Action: 1) Press PRINT to continue printing the list, 
or 2) press STOP to remove the message and display 
the LIST TITLES or 3) press STOP again to remove 
the LIST TITLES from the screen. 


Reason: Appears when you hold down FEATURES 
and press the 6 key while setting up a form. 


Action: Type in the standard information to be 
recorded in the set-up, then hold down FEATURES 
and press 6 again. 


Additional Points 33, 36, 37, 38, 39, 40, 41, 42, 43 


AUTOUINDNY cccccb-ciwe doawduetinnca ves 9, 31, 40 
BROE 2 setae es oeed eawek cede See sues 13, 29 
Beeps GWiCk atic soace nieuws we ieetw ares ioees 3 
Beginning of Prompt .....................-. 30, 37 
GIG), sien yc cere se eb arends oan ou deseo nt 26, 39 
Cancel the instruction ..................05. 16, 43 
Card GUIde 2 o.i8 heise bee ewe op 5, 6, 18; 37, 41, 42 
Carriet 2g eecdad vewieerisase eileen 5, 6, 8, 12, 25 
CORICE Gob 4 023i G5. scdunhanleusecewandemeeeess 39 
Change a Tab Location .....................- 7,11 
Change the Margins .................0.-e eee ee 35 
CHARACTERS LEFT ..4.csccaccs ves p esac vesa es 10 
CLEAR TE .c1s.dacbcavesiapes (asesudsagwaiees 16 
CUB AR SWite sc eccwoad sabeveehee~esdedhes 16, 43 
Clearing all Ta0S: + ced.c.vieed swe tetews inv eyed. 9, 22 
Clearing a Saved Form Set-Up ................. 16 
Cirsor (O1INKS) 65666 55-46045480450 eaves nnue cess 12 
Decimal Points. .. 6 kicsaccidesecdescaveweuns 7, 28 
Decimal Taps: 4. ii.accissaden. 7, 25, 26, 28, 42, 45 
Delay Print ....... 12, 13, 14, 15, 16, 20, 32, 43, 45 


Filling in a Form with Multi-Entries Form .. 14, 15 
Filling in a Form with Prompts ................ 32 
Filling in a Form with Repeated Tab Locations .. 20 
Filling in a Form with Standard Entries ........ 27 
i BVINOOIS hc hcarneed xe cudeuemdanetoertace hee 30 
HOPS ASK. sisson dud cians atid heise eke 3 
FORM light ............ 6, 9, 11, 15, 18, 24, 29, 41 
PORE SWIGCD 46 66560cbnewus idea cau wnaneuewes 7,9 
POY BERHUDS desis acs dd eenw eos renee douse dass 9,11 
POPs DIRK 26 gaseous ashe yes ee eee ee eee 3, 4 
Forms feature ........ 2, 3, 5, 6, 7, 9, 11, 15, 18, 30 
Forms instruction disk ................... 4, 33, 35 
Forms Recording Disk ............. 3, 4, 31, 33, 40 
Forms with Repeated Tab Locations ............ 18 
Forms with Standard Entries .................. 23 
POL Ole seteierawanatweena mus dacueen cums 4, 46 
Gething Started: isha isa ck vaeudseceedetneekes 4, 34 
GO TO END (START) key .............. 14, 28, 44 
Go to next line then press MARK ....... 19, 38, 47 
GOTO SIARY ic2s306045 dens bwaeserawnea 11, 14 
BEE” wvadeuieniree saad ee ewe tae ete teees 3, 38 
ja | 0), San ae mr ea eg 13, 29, 38 
INSERT INSTR. DISK ......................... 47 
OTe OUNVG! oc keane be bow bak on bee8 aw dened oebewss 4 
BIST TIVES: seicsteatddeastaddeneeedes 10, 16, 41 
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Diek rive fateh: 0siees es siacad ines wetouwsewas Ge 4 
Define the Locations ..........060s000s0eene eens 5 
Delay prim Ol. iiase ends ian ibe eens etuwe seas 13 
END- OF: FORMS iccecwswtkeedatssessaheds 8, 14, 46 
Ed. Of Prompt 26.0 26s i iaudsddeseceneretscoes 30, 37 
Raval: key cio 3622s eete ann eee eenees 9, 16, 19, 31 
ERASE key ..............006- 7, 12, 13, 18, 20, 29 
FEATURES key ................2.-. 6, 9, 19, 28, 31 
FEATURES+FORM ............... 0c cece eeeeee 15 
FEATURES+HELP .................... 38, 47, 48 
FREATURES+INDEX sce did decks ise cdeiaswetnds 6 
FEATURES+LIST TITLES ................ 10, 41 
PS PUR Go Pd .022 eked orare<oekest does 31, 37, 46 
FEATURES 46. .c.0c060004%s0e0e40% 25, 33, 39, 49 
FEATURES + TAB ......00200 0000000 s0e- 20, 21, 34 
FEATURES +typing title ................... 11, 41 
PIPL DS THEY, 245¢654204-eocseup mavewatosuwaes 10 
PILL IN FORM socnccsue dees 20d s45us 9, 11, 12, 49 
Fill-in Locations ................0.. 5, 8, 11, 25, 33 
Piling Wi-A- POM winced sckune snes eee es ade awe es 8 
Filling in a Form with Delay Print ......... 12, 13 
Load the instructions .............. 00. c eee eens 34 
Load the recording disk ...................46. 3,4 
Locator tab ....... 7, 8, 9, 15, 18, 19, 25, 29, 36, 38 
DIA OW bcd cadie wes ousuaw aes 18, 20, 34, 39 
Mark GYM!) oss eincuoks ead edvs dae enees sees 18, 19 
Marking PROMUS bonis we eean Vetdkeskeweuee- 30 
WEAR REDS oin:k oasytheeaeeietene cdc eaweeedoenenas 35 
Maro. Release acinus sdlasdenseenaweaenakey os 35 
Message Area .......... 0.0 e eee eee eee 6, 7, 8, 11 
MESSAGES: .cf5c0c snares onawks sense dine sags 3, 45 
Move the carrier ..........cccccueccucues 6, 18, 19 
Multi-Line Entry ................... 14, 15, 16, 42 
NEXT SCREEN. «civiaiscusedvviiseieeaswhasens 10 
COpUIGNS GIS aii Sot aene hee ea ee 4 
PRUAHOS? geicon eevee cae hanes eae Erne cee t ews 9, 36 
Phrase Title Area ............c0cccsscvccees 16, 31 
Prepare the-disk 224.9 ssesdctiatinag wie atese ad 3, 34 
PREVIOUS SCREEN ..:..s6s0iveseesesssneueess 10 
PIN 3 a5 eeleaeewaek hei neeeehs oeeee 10, 16 
Print a List of Titles ........ 0... cc cece eee wees 10 
PRINTER « «psciw t¥4 dessa tnd destinies sne ses 12, 16 
PRINT. WORE . icc adee rede aeede dees tanaw dads 42 
PRINTER. SWiteh «6 ccs ssccse wee sevencun 12, 14, 16 
Printing 6 POON i oescscxeus waste peeaa eeeeesane ges 8 
PrintwWiGel. f0s40ecdd os bees ocd thins inane wets baewes 5 


Printwheel Pointer «25 é<icee as ceva sawews dew dus 6 
PrODIcht DOMVING 6555. cdo reese kere eiins $a5e 8 ks 3, 44 
| 02 0) 0 |< ane a a ee a 29, 30, 31, 32, 33, 37 
REC Alls SWitell <7 23 e4i sob ioe sada 48 ache yes aes 11 
Recalling a Saved Form Set-Up ............. 11, 19 
Reference Point ............. 0.022000 6, 8, 18, 32 
Reference Section ............. 00000 aee 3, 6, 8, 34 
Repeated tabs ............ 0. cee eee eens 17, 18, 33 
Repeated tab locations ........... 18, 19, 20, 21, 22 
Response Area .............00008- 9,11, 12, 13, 14 
BREUER osc. hee teenies ie ncew das ans se 7, 14, 15 
Reviewing What You’ve Learned ............ 11, 34 
Right disk Grvive: <..isd60%sba0ssecdehasegeees 4, 34 
Riga HUGH cucicuodsese veh eede her eersrecce hes 48 
BV BOE cacntesdkeensetel bane ween eineres 7, 15, 36 
RV ROE INDEX. 242¢64054082d25 accaueceous 6, 13, 36 
Save Seines «.isciawss i ssoees sakes aewes 9,19, 40 
Saving a Form Set-Up ................ 9, 19, 31, 40 
Screen Messages ..........0.. cece eee eee aces 45 
Screen Setting Scale ....... 0.0.0.0... cece 6, 35 
Seroll down ...<c.0scscndseneesceeberseesvnsens 10 
DCrON UW o5 oe nfiws cones heroes ae en ey eee esas 10 
ld EC, LN nb adaienesseeesenee ee Mine eewees 11 
BET LEFT MARGIN ods idee siien ava etwas gens 35 
SET RIGHT MARGIN .....................005- 35 
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pl PAR a ssuchwous note baneneddeweeee medewes 1, 25 
SET TAB swith 2c iis iedcenceeivndcaassivwas Gil 
BE) PP RFORM .civouevesedseeateees ie eioeaeus 48 
Dl -Ul TADIC: -o.54iwadn Daleodine nas O84N ele iee ean 49 
SOLOS ova bulriehha tend unt oedawes Gawle ha want 9 
petting Mareine iscc cs au ives Pie dees Se cun ee VOSS 35 
Setting Up a FOrMm «.<666s tease dssdauws oi 5, 8, 36 
Setting Up a Form with Prompts ........... 29, 37 
Setting Up a Form with 

Repeated Tab Locations .................. 18, 38 
Setting Up a Form with Standard Entries ... 24, 39 
DDACECUAl 5 via h eidow ee hadlaneet heat 7, 11, 18, 35, 41 
SPECIAL ENTRY light ............... 6, 9, 11, 31 
SPECIAL DISK light .......................008. 4 
Standard entry .............. 23, 25, 26, 27, 39, 42 
Standard information ............... 24, 26, 33, 39 
BEOP (eWlCD! i ac's ¢oduavesoseeaeewaswawea 9, 16, 31 
SPORE (SWiteh) ici jariie devo enesdakeseareeies 9 
Tab Key: gos cstsekds .8, 12, 13, 14, 15, 16, 28, 33, 42 
Tab location: .\.i0..es0ss eons oboe eer er eet Ce 
VENOUS): 5, < dari acae ee medina ak meses a eta eaten es 10, 41 
Titling a Form Set-Up ........... 0... 0c cece eee ‘9 
Turning on Forms feature ...................005: 6 
TWO DOGCDS: .44 ciee cs eed eevee ousn 3, 8, 13, 36, 43, 49 
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